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Town of New Fairfield
4 Brush Hill Road
New Fairfield, CT 06812

AGENDA
BOARD OF FINANCE
REGULAR MEETING
WEDNESDAY, August 19, 2020
7:30 PM
VIRTUAL MEETING VIA ZOOM
https:/fzoom.us/[/95101372338
Meeting 1D: 951 0137 2338
Dial by your location
+1 929 205 6099 US (New York)

Call to order

Pledge of Allegiance

Appointments

Correspondence/Announcements

Public Comment

Approval of Minutes — July 15, 2020 regular meeting and July 29, 2020 Pension and Bonding sub-
committee meeting

Budget Transfers

Discussion - Medical Plan for 2020/21 Budget - Tom Kowalchik, SVP, USI
Discuss and possibly approve boat dock invoice

Update - BOE’s forecasted schools® reopening costs, if available, due to COVID-19
Update - Pension and Bonding subcommittee

Discussion - BOF areas of interest for auditors to focus on for 2019/20 audit
Discussion - Fraud Policy / Conflict of Interest Policy

ONGOING UPDATES

a. Medical update
b. Legal update
c. Year to date expenses review
d. Current year revenue update
e. Cap&Non (detail: Bridges & Drainage, and Town Properties)
Public Comment
Future Agenda items
Board Member Comments

Adjournment

Received by Email on 8/13/202 @ 3:30 p.m.
By: Holly Z. Smith, Asst. Town Clerk, New Fairfield
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Town of New Fairfield Invoice number 2020-0480
4 Brush Hill Road Date 07/08/2020
New Fairfield, CT 06812

Project 2018125A NEW FAIRFIELD TOWN
MARINA DESIGN, BIDDING, AND PERMIT

PHASE
Invoice through July 07,2020
Amount
Phase 1 Hydrographic Survey
Contract Amount 3,490.00
Percent Complete 100.00
Prior Billed 3,490.00
Total Billed 3,490.00
Current Billed 0.00
Phase 2 Geotechnical Investigations
Contract Amount 12,420.00
Percent Complete 100.00
Prior Billed 12,420.00
Total Billed 12,420.00
Current Billed 0.00
Phase 3 Environmental Load Analysis
Contract Amount 2,940.00
Percent Complete 100.00
Prior Billed 2,940.00
Total Billed 2,940.00
Current Billed 0.00
Phase 4 Performance Specifications for Dock Modifications
Contract Amount 5,920.00
Percent Complete 100.00
Prior Billed 5,920.00
Total Billed 5,920.00
Current Billed 0.00
Phase 5 Catenary Anchor System Design
Contract Amount 14,240.00
Percent Complete 100.00
Prior Billed 14,240.00
Total Billed 14,240.00
Current Billed 0.00
Town of New Fairfield Invoice number 2020-0480 Invoice date 07/08/2020
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611 Access Road

Stratford, CT 06615
R T: 203.377.0663
F: 203.375.6561

COASTAL ENGINEERING | racecoastal.com

Town of New Fairfield Invoice number 2020-0480
Project 2018125A NEW FAIRFIELD TOWN MARINA DESIGN, BIDDING, AND PERMIT PHASE Date 07/08/2020
Amount
Phase 6 Performance Specifications for SeaFlex System
Contract Amount 2,340.00
Percent Complete 100.00
Prior Billed 2,340.00
Total Billed 2,340.00
Current Billed 0.00
Phase 7 Bid Phase Services
Contract Amount 2,930.00
Percent Complete 100.00
Prior Billed 2,930.00
Total Billed 2,930.00
Current Billed 0.00
Phase 8 Additional Design Services (former Regulatory Services)
Contract Amount 5,000.00
Percent Complete 100.00
Prior Billed 5,000.00
Total Billed 5,000.00
Current Billed 0.00
Total 0.00
Phase AS Additional Services
Professional Fees
Billed
Date Hours Rate Amount
Principal
Devin J. Santa
06/30/2020 0.75 220.00 165.00
Conference call with Town to review bids. Coordination with Atlantic Marine Construction for bid review
meeting.
07/01/2020 0.50 220.00 110.00
Preparation for Project Review videoconference call.
07/02/2020 1.00 220.00 220.00
Preparation for and attendance of video conference with Town and Atlantic Marine Construction
Senior Coastal Engineer
Jill A. Pietropaolo
06/30/2020 2.00 150.00 300.00
Meeting to discuss bids
Prepare meeting minutes
Prepare agenda for Pre-award meeting
07/01/2020 0.50 150.00 75.00
Prepare Agenda
07/02/2020 1.50 150.00 225.00
Meeting with Town and AMC. Preparation of minutes.
Prepare Meeting Minutes
Phase subtotal 1,095.00
Town of New Fairfield Invoice number 2020-0480 Invoice date 07/08/2020
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COASTAL ENGINEERING

611 Access Road
Stratford, CT 06615

T: 203.377.0663
F:203.375.6561

racecoastal.com

Town of New Fairfield Invoice number 2020-0480

Project 2018125A NEW FAIRFIELD TOWN MARINA DESIGN, BIDDING, AND PERMIT PHASE Date 07/08/2020
Invoice total 1,095.00

Aging Summary
Invoice Number Invoice Date Outstanding Current Over 30 Over 60 Over 90 Over 120
2020-0480 07/08/2020 1,095.00 1,095.00

Total 1,095.00 1,095.00 0.00 0.00 0.00 0.00
Town of New Fairfield Invoice number 2020-0480 Invoice date 07/08/2020
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Town of New Fairfield
Finance Department

Legal Matters - June
July 27, 2020

Breakdown by Category

2019/2020 Transfers Legal Less Expenditures Balance

Budget In/Out Credits to Date 07/27/20
Taxation/Assessment $ 7,500 $ (5,180) $ 2,320 $ -
Labor $ 35,000 $ 4,678 $ 30,322
General Counsel $ 35,000 S 10,000 $ 38,074 $ 6,926
Health/Enforcement S 7,000 S 53 § 6,948
Land Use - Miscellaneous $ 5,000 $ (5,000) S - S -

1

Planning S 5,000 $ 777 % 4,223
Zoning $ 15,000 $ 4,193 § 10,808
Zoning Board of Appeals § 15,000 $ (10,000) h) - $ 5,000
Inlands/Wetlands S 5,000 $ (2,000) $ - S 3,000
TOTAL $ 129,500 $ (12,180) $ - $ 50,094 § 67,226

Available Balance $ 67,226



General Counsel/Other Legal

Town of New Fuairfield
Finance Department
Legal Matters - June

July 27, 2020

Fees

141610000004 - 332.01

Cohen and Wolf, P.C.
MO | YR |ATTINY | LIT | DEPT| CAT [SUB-CAT|MATTER| AMOUNT DESCRIPTION
07 19 DLG S 2,012.50 General Representation
09 19 DLG $ 4,735.50 General Representation
10 19 | DLG S 787.50 General Representation
10 19 DLG S 5,216.75 General Representation
11 19 DLG S 4,387.50 General Rep ion
12| 19 | DLG S 3,041.70 General Representation
01 20 DLG S 1,692.65 General Representation
02| 20 | DLG S 1,417.50 General Representation
02| 20 | DLG S 762.50 General Representation
03 20 DLG S 1,557.50 General Representation
05 20 DLG S 1,360.00 General Representation
06 | 20 | DLG S 822.50 General Representation
07 | 19 | DLG S 3,380.00 NF Volunteer Fire Co vs. Saalborn
08 19 | DLG S 360.00 NF Volunteer Fire Co vs. Saalborn
10| 19 JAB S 2,040.00 Board of Firemans Permit Examiners
11 19 JAB S 520.00 Board of Firemans Permit Examiners
12 19 JAB S 580.00 Board of Firemans Permit Examiners
01 20 JAB S 2,820.00 Board of Firemans Permit Examiners
03 | 20 JAB S 540.00 Board of Firemans Permit Examiners
04 | 20 JAB S 40.00 Board of Firemans Permit Examiners
Total Invoices Received S 38,074.10
Total General Counsel S 38,074.10
Taxation / Assessment Legal Fees
141610000004 - 332.01
I MO | YR |ATINY | LIT | DEPT| CAT [SUB-CAT MATTER AMOUNT DESCRIPTION
04 | 20 |JAB S 180.00 Stop & Shop Tax Appeal
05 | 20 |JAB N 160.00 Stop & Shop Tax Appeal
06 | 20 |JAB s 520.00 Stop & Shop Tax Appeal
04 | 20 |JAB S 240.00 First Light Tax Appeal
05 | 20 |JAB S 240.00 First Light Tax Appeal
06 | 20 |JAB S 280.00 First Light Tax Appeal
06 | 20 |JAB S 700.00 Tax Appeal - Low
Total Invoices Received S 2,320.00
Total Taxation/Assessment Legal Fees S 2,320.00
Legal Fees - Land Use Miscellaneous
MO | YR |ATINY LIT | DEPT | CAT [SUB-CAT/MATTER AMOUNT DESCRIPTION
Total Invoices Received S =
TOTAL LAND USE - MISCELLANEOUS S -
Legal Fees - Health Code Enforcement
Cohen & Wolf
MO | YR |ATTINY | LIT | DEPT | CAT |SUB-CAT|MATTER DESCRIPTION
S 52.50 Septic System - Lake Drive S
Total Invoices Received &) 352,50
Legal Fees - Planning
Halloran & Sage
I MO | YR IA’ITN\" I LIT l DEPT I CAT SUBCMIMATTER |DESCRII’T]0N
I 10 I 19 I 771.00 ] Preparation for C Meeting
| Total Invoices Received S 777.00
Total Planning Legal Fees S 777.00

8/12/202012:08 PM



Town of New Fairfield
Finance Department
Legal Matters - June

Legal Fees - Zoning Enforcement
00141610000007 - 332.01

Cohen & Wolf

July 27, 2020

MO | YR |ATINY | LIT | DEPT| CAT [SUB-CAT|MATTER AMOUNT DESCRIPTION
07 19 | NRM 800.00 ADVS Jim Hancock - FOIA Complaint
11 19 | NRM 60.00 ADVS Jim Hancock - FOIA Complaint
09 19 | NRM 445.00 Zoning matters
10 19 | NRM 507.50 Zoning matters
11 19 | NRM 402.50 Zoning matters
12 19 | NRM 350.00 Zoning matters
01 20 | NRM 490.00 Zoning matters
02 20 | NRM 315.00 Zoning matters
03 20 | NRM 175.00 Zoning matters
04 20 | NRM 437.50 Zoning matters
05 20 | NRM 210.00 Zoning matters
Total Inveices Received S 4,192.50
Total Zoning Legal Fees S 4,192.50
Legal Fees - Zoning Board of Appeals
4161-332-0000-008
Cohen & Wolf
[ o] yr Jarmsy [ vir [oeer] car Jsuscatlsarrer]  asmoust [pEscripTioN
|Tom| Invoices Received S =
Total Zoning Board of Appeals Legal Fees S -
Legal Fees - Inlands/Wetlands
4161-332-0000-009
MO | YR |ATINY | LIT | DEPT| CAT SUB—CA1IM.-\'ITER AMOUNT DESCRIPTION
Total Invoices Received S -
Legal Fees - Labor
00141610000003 - 332.01
Pullman & Comley
MO | YR |ATTNY | LIT | DEPT| CAT [SUB-CAT|MATTER AMOUNT DESCRIPTION
07 19 | Sedor $ 653.10 Library Negotiations
08 19 | Sedor S 122.50 Library Negotiations
Total Invoices Received s 775.60
Legal Fees - Labor
00141610000003 - 332.01
Colhen & Wolf
MO | YR |JATTNY | LIT | DEPT | CAT |SUB-CAT|MATTER AMOUNT DESCRIPTION
12 19 | CAG N 612.50 Personnel matters
02 | 20 | CAG S 1,820.00 Personnel matters
03 | 20 | CAG S 350.00 Personnel matters
02 | 20 | CAG $ 332.50 Personnel matters - Dispatch
03 | 20 | CAG S 350.00 Personnel matters - Dispatch
02 | 20 | CAG S 52.50 Union Negotiations - Town Hall
03 | 20 | CAG S 87.50 Union Negotiations - Town Hall
03 | 20 | CAG $87.50 Union Negotiations - Public Works
05 | 20 | DLG $210.00 Retainer Agreement
S 3,902.50

Total Labor Legal Fees

S 4,678.10

TOTAL LEGAL FEES

§ 50,094.20

8/12/202012:08 PM
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New Canaan Public Schools
Fraud Procedure

PURPOSE AND SCOPE:

This Fraud Procedure was created:

To establish procedures for clarifying acts that are considered to be fraudulent, describing
the steps to be taken when fraud or other related dishonest activities are suspected, and to
provide procedures to follow in accounting for missing funds, restitution and recoveries;

To provide guidance and assistance to Administrators concerning recommendations for
specific integrity related issues that emphasize prevention, detection and correction of
fraud, corruption, and abuse within their schools and/or departments;

To strengthen the public's confidence in the integrity of Board of Education employees
by establishing a formal process for reporting, investigating, and resolving allegations of

fraud and abuse; and

To assure the awareness of Board of Education officials/employees to integrity related
issues throughout the schools and Departments.

Definition of Terms:

1. Fraud is understood to mean a dishonest and deliberate course of action which
results in the obtaining of money, property or an advantage to which the recipient
would not otherwise be entitled. This would include:

+ Theft, misuse, or diversion of money, equipment and/or materials;

«  Worker's compensation fraud;

« Intentional failure to report damage;

+ Intentional failure fo provide product or services that are a part of your
job;

« Intentional misrepresentation of Board of Education policies;

» Payroll falsification (theft of time)
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Examples:

=

A.

a. Claim for reimbursement of expenses that are not job-related or authorized by the
current bargaining agreement.

b. Forgery ot unauthorized alteration of documents (checks, promissory notes, time
sheets, independent contractor agreements, purchase orders, budgets, etc.).

¢. General misappropriation of School District assets (funds, securities, supplies;
furniture, equipment, etc.).

d. Acceptance and retention of unearned payments,

e. Improprieties in the handling or reporting of money transactions.

f. Authorizing or receiving payment for goods not received or services not performed.

g. Computer-related activity involving unauthorized alteration, destruction, forgery,
or manipulation of data or misappropriation of Town-owned software.

h. Misrepresentation of information on documents.

i. Any apparent violation of federal, state, or local laws related to dishonest activities
or fraud.

Abuse entails the exploitation of "loopholes” to the limits of the law, primarily for
personal advantage. For example: directing a maintenance worker to care for your

personal property.

Employee - In this context, employee refers to any individual or group of individuals
who receive compensation, either full- or part-time, from the New Canaan Public
Schools, The term also includes any volunteer who provides services to the School
District.

Management - In this context, management refers to any administrator, manager,
director, supervisor, or other individual who manages or supervises funds or other
resources, including human resources.

. Investigators - Director of Human Resources, with the advice and guidance of the

Board’s Attorney.

. External Auditor - In this context, External Auditor refers to independent audit

professionals.

GENERAL

It is the School District’s intent to fully investigate any suspected acts of fraud,
misappropriation, ot other similar irregularity. An objective and impartial
investigation will be conducted regardless of the position, title, and length of service
or relationship with the School District of any party who might be or become
involved in or becomes the subject of such investigation,
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All certified and non-certified administrators and managers
shall be familiar with the types of improprieties that might occur within their area of
responsibility and be alert for any indications of such conduct.

D. Throughout the investigation, the Director of Human Resources will inform the
Superintendent of Schools and Director of Finance and Operations of pertinent
investigative findings.

When informed of a suspected 1mpr0pr1ety in good faith, neither the
School District nor any person acting on behalf of the School District shall discipline
or suspend the employee. Violations of the whistle-blower protection will result in
discipline up to and including dismissal of the violator.

D1501p11nary action can
1nclude termination and if appropriate, referral of the case to the New Canaan Police
Department for possible prosecution.

H. The School District will pursue every reasonable effort, including court ordered
restitution, to obtain recovery of School District losses from the offender, or other
appropriate sources.

II. PROCEDURES
A. Superintendent of Schools Responsibilities

2. The alleged fraud or auditinvestigation shall not be discussed with the media by any
person other than the Superintendent of Schools or the Board’s Attorney

B. Administration/Management Responsibilities
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2. Bach administrator/manager should be familiar with the types of improprieties that
might occur in his or her area and be alert for any indication that improper activity,
misappropriation, or dishonest activity is or was in existence in his or her area.

6. Management should not attempt to conduct individual investigations, interviews, or
interrogations.  However, management is responsible for taking appropriate
corrective actions to ensure adequate controls exist to prevent reoccurrence of
possible improper actions,

7. Management should support the School District’s responsibilities and cooperate fully
with the Department of Human Resources and other involved departments in the
detection, reporting, and investigation of criminal acts.

8. Management must give full and unrestricted access to all necessary records and
personnel. All School District furniture and contents, including desks and computers,
are open to inspection at any time. There is no assumption of privacy.

9. In dealing with suspected dishonest or fraudulent activities, great care must be taken.
Therefore, management should not:

a. Make unfounded accusations.

b. Alert suspected individuals that an investigation is underway.

c. Treat employees unfairly.

d. Make statements that could lead to claims of false accusations or other offenses.

10. In handling suspected dishonest or fraudulent activities, management has the
responsibility to:

a. Make no contact (unless requested) with the suspected individual to determine
facts or demand restitution. Under no circumstances should there be any reference
to “what you did”, “the crime”, “the fraud”, “the misappropriation”, etc.

b. Avoid discussing the case, facts, suspicions, or allegations with anyone other than
employees who have a need to know such as the Superintendent of Schools,
Director of Finance and Operations, Director of Human Resources, or Board’s
Atforney.

c. Direct all inquiries from the suspected individual, or his or her representative, to
the Superintendent of Schools. All inquiries by an attorney of the suspected
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individual should be directed to the Board’s Attorney. The alleged fraud or audit
investigation shall not be discussed with the media by any person other than the
Superintendent of Schools, the Board’s Attorney or the Director of Human
Resources.

d. Take appropriate corrective and disciplinary action, up to and including dismissal,
after consulting with the Director of Human Resources in conformance with the
Board’s Personnel Policies and Procedures and/or the appropriate bargaining
document.

C. Employee Responsibilities

2. When the employee believes the supervisor may be involved in the inappropriate
activity, the employee shall make the report directly to the next higher level of
management or contact the Director of Finance and Operations or Director of Human
Resources.

3. The reporting employees shall refrain from further investigation of the incident,
confrontation with the alleged violator, or further discussion of the incident with
anyone, unless requested by the Director of Human Resources.

D. Director of Human Resources Responsibilities

3. The Director of Human Resources shall be available and receptive to receiving
relevant, confidential information to the extent allowed by law.

4, If evidence is uncovercd showing possible dishonest or fraudulent activities, the
Director of Human Resources will proceed as follows:

a. Discuss the findings with the appropriate management/supervisor.

b. Advise management, if the case involves staff members, to meet with the Director
of Human Resources (or his/her designated representative) to determine if
disciplinary actions should be taken. Any disciplinary action taken will be in
accordance with the board’s policies, procedures, contracts and any applicable
Memorandums of Understanding.

¢. Appropriately inform such activities to the external auditors and insurance
provider.
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d. Take immediate action, in consultation with the Superintendent of School,
Board’s Attorney and Director of Finance and Operations, to prevent the theit,
alteration, or destruction of evidentiary records. Such action shall include, but is
not limited to:

1) Removing the records and placing them in a secure location, or limiting access
to the location where the records currently exist. Create a secure backup of
electronic files.

2) Preventing the individual suspected of committing the fraud/abuse from having
access to the records. '

5. In consultation with the Board’s Attorney, the Director of Human Resources may
disclose particulars of the investigation with potential witnesses if such disclosure
would further the investigation.

6. The Director of Human Resources will be required to make recommendations to the
appropriate department for assistance in the prevention of future similar occurrences.

7. Upon completion of the investigation, including all legal and personnel actions, all
records, documents, and other evidentiary material, obtained from the department
under investigation will be returned by the Director of Human Resources to that
department.

II1. EXCEPTIONS

There are no exceptions to this procedure unless provided and approved by the
Superintendent of Schools and the Board’s Attorney.,

Effective June, 2016
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ARTICLE 1, Incorporation and General Powers

§ C1-1. Incorporation.

All the inhabitants dwelling within the territorial limits of the Town of Brookfield, as heretofore
constituted, shall continue to be a body politic and corporate under the name of the "Town of
Brookfield," hereinafter called the "Town," and as such shall have perpetual succession and
may hold and exercise all powers and privileges heretofore exercised by said Town and not
inconsistent with the provisions of this Charter, the additional powers herein conferred and all
powers and privileges conferred upon towns under the general laws of the State of
Connecticut.

§ C1-2. Rights and obligations.

All property, both real and personal, all rights of action and rights of every description and all
securities and liens vested or inchoate that the Town possesses as of the effective date of this
Charter shall be continued in the Town. The Town shall continue to be liable for its debts and
obligations. Nothing herein shail be construed to affect the right of the Town agency that would
fail, lapse or fall into breach by reason of any change in the powers, organizations or duties of
the agency resuiting from this Charter shall be assumed by the Board of Selectmen unless
otherwise provided by ordinance, resolution or the terms of this Charter.

§ C1-3. General grant of powers.

In addition to all powers granted to towns under the Constitution and CT General Statutes,
the Town shall have all powers specifically granted by this Charter and all powers fairly implied
in or incident to the powers expressly granted, all powers conferred by CT General Statutes,
as amended, and all other powers incident to the management of the property, government
and affairs of the to Town, including the power to enter into contracts with the United States or
any federal agency, the State of Connecticut or any political instrumentality thereof for
purposes not prohibited by law. The enumeration of particular powers in this and any other
chapter shall not be construed as limiting this general grant of power but shall be considered
as an addition thereto.

ARTICLE I, Elections

§ C2-1. General provisions.

Nomination and election of federal and state officers and of such Town officers, boards and
commissions as are provided for in this Charter shall be conducted, and the Registrars of
Voters shall prepare lists of electors qualified to vote therefor, in the manner prescribed in the
Constitution and the CT General Statutes and special laws of the State of Connecticut
applicable to the Town. A meeting of the electors of the Town of Brookfield for the election of
municipal officers shall be held biennially on the first Tuesday after the first Monday of
November in the odd-numbered years.

§ C2-2. Eligibility for election.

No person shall be eligible for election to any Town office who is not at the time of his
election an elector of the Town. Any such person ceasing to be an elector of the Town shall
thereupon cease to hold elective office in the Town.
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§ C2-3. Nomination of candidates.
Nomination of candidates for election to any Town office shall be made pursuant to the
provisions of Title 9 of the CT General Statutes.

§ C2-4. Minority representation.

Minority representation on any elective or appointive board, commission, committee or
similar body of the Town, except the Board of Selectmen and the Board of Education, shall be
determined in accordance with the provisions of Section 9-167a of the CT General Statutes.
Minority representation on the Board of Selectmen shall be determined in accordance with the
provisions of § 3-2A of this Charter. Minority representation on the Board of Education shall be
determined in accordance with the provisions of Section 9-204a of the CT General Statutes.

§ C2-5. Breaking a tie.

When any regular or special municipal election, primary election or referendum conducted
pursuant to the provisions of this Charter results in a tie, an adjourned election shall be
conducted in accordance with the provisions of Section 9-332 of the CT General Statutes to
determine who shall be elected or, in the case of a question at a referendum, whether it shall
be accepted or rejected; provided, however, that this provision shall not apply to questions at
referendum that, under the provisions of this Charter or of the CT General Statutes, require a
minimum number of electors voting in favor of such guestions in the event that the number of
electors voting in favor of such question does not equal said minimum number required by
such provision.

§ C2-6. Vacancies in elective offices.

A. Vacancies in the Board of Selectmen shall be filled in accordance with the provisions of
Section 9-222 of the CT General Statutes.

B. A vacancy occurring on the Board of Education, the Planning Commission and the
Board of Finance shall be filled by vote of the remaining members; but not sooner than
ten (10) days after the date the office becomes vacant; and if the vacancy is not filled
within sixty (80) days from the time that the office becomes vacant, the Board of
Selectmen shall fill the vacancy by appointment.

C. Subject to the limitations of Subsections A and B of this section, the Board of Selectmen
shall fill by appointment a vacancy in any elective Town office as soon as practicable
from the time the office becomes vacant in accordance with the provisions of § C4-12 of
this Charter, but not sooner than ten (10) days after the date the office becomes vacant;
unless specifically provided otherwise by the CT General Statutes.

D. An appointee to a vacancy in an elective office shall serve until a successor elected at a
special election or at the next regular Town election qualifies. A person elected at either
a special or a regular Town election to fill an unexpired term shall serve the remainder
of the term.

§ C2-7. Voting districts.
There shall be such voting districts in the Town as are adopted at a Town Meeting pursuant
to Section 9-169 of the CT General Statutes.

§ C2-8. Board for Admissions of Electors.

The Town Clerk and the Registrars of Voters shall constitute the Board for Admissions of
Electors to perform the duties prescribed in the CT General Statutes, subject to change of
membership in accordance with the provisions of the CT General Statutes.
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ARTICLE Ill, Elected Officers, Elected Boards and Commissions

§ C3-1. General powers and procedures; records; compensation.
Except as otherwise provided in this Charter, all elective Town offlcers boards and

A.

zstandards reqardless of personal conS|derat|ons Their condu

shall be ﬂled wﬁh the 1 Clerk and shal be publn 5

commissions shall have the powers and duties prescribed b
responsibility of all officials of the Town to carry out their duties witk

-;aVO!d confl;ct between publ;c and pnvate mterest and responsubm ies:

Except as otherwise provided by law, all elected boards and commissions shall elect a
Chairman, a Vlce Chalrman and a Secretary wlthln 60 days followmg the flrst Mo_nday in

L Any vacancy in any of the
officers' positions on any board or commission shall be filled by the majority vote of the
members of such board or commission.

Copies of all minutes taken by each board and commission shall be filed with the Town
Clerk and First Selectman within seven (7) business days. The recorded vote of each
member thereof on all issues shall be filed with the Town Clerk and with the First
Selectman within two (2) business days. The Town Clerk shall maintain files of such
minutes, which shall be public record. Any changes to filing deadlines of minutes or
recorded voies adopted by the Legislature and incorporated into the CT General
Statutes subsequent to the adoption of this Charter shall supersede this section and
shall be deemed to prevail.

Board and commission members, except members of the Board of Selectmen and the
Board of Assessment Appeals (per Section 12-121 of the CT General Statutes), shall
serve without compensation, except that necessary expenses incurred in the
performance of their duties shall be paid from an appropriation for that purpose. The
Board of Selectmen, limited by the provision of necessary budget appropriation and §
C4-13 of this Charter, shall determine the compensation of the individual officers.

All resignations must be submitted in writing to the Town Clerk, except that the Town
Clerk shall submit his or her resignation in writing to the First Selectman.

§ C3-2. Elected Town officers, boards and commissions.

The following officers and members of boards and commissions shall be elected for the
terms herein specified commencing on the first Monday in December, uniless otherwise
provided herein. They shall be duly sworn to perform the duties prescribed in this Charter and
in the CT General Statutes.

A

First Selectman and Board of Selectmen.

1. The First Selectman and two (2) other members of the Board of Selectmen
("remaining Board of Selectmen”) shall be elected at the regular biennial Town
election in the manner provided for in § C2-4 of this Charter for the terms of two
(2) years.

2. No more than a bare majority of this entire Board, including the First Selectman,
shall be members of the same political party.

12/22/17 4




B. Town Clerk. The Town Clerk, who shall also be the Registrar of Vital Statistics, shall be
elected at alternate biennial elections for a term of four (4) years commencing onh the
first Monday in January succeeding his or her election.

C. Town Treasurer. The Town Treasurer, who shall also be the agent of the Town deposit
fund, shall be elected at alternate biennial town elections for a term of four (4) years
commencing on the first Monday in January succeeding his or her election.

D. Board of Finance. The Board of Finance shall consist of six (6) members each of whom
shall be elected for a term of four (4) years. At each regular biennial Town election there
shall be elected sufficient members to succeed each member whose term shall expire.
The First Selectman shall be an ex officio member of the Board of Finance and, when
present, shall vote only in case of a tie.

E. Board of Assessment Appeals. There shall be a Board of Assessment Appeals having
three (3) members elected for terms of four (4) years. At each regular biennial Town
election one (1) member or two (2) members shall be elected for terms of four (4) years
on a rotating basis as terms expire.

F. Board of Education. There shall be a Board of Education having seven (7) members
elected for terms of four {4) years. At each regular biennial Town election there shall be
elected a sufficient number of members to maintain its number at seven (7) in the
manner provided in § C2-4 of this Charter. Each political party shall have the right to
nominate as many candidates as there are vacancies to be filled, and the electors may
vote for the full number of such members to be elected. in the event of a mid-term
election to fill a vacancy, notwithstanding any state statutes or Charter provision to the
contrary, a political party may not nominate a candidate to fill that vacancy, and no
candidate of that party may be a candidate, if the election of that candidate would resuit
in the number of members of the same political party exceeding a bare majority.

G. Zoning Commission. The Zoning Commission shall consist of five (5) members each of
whom is elected for a term of four (4) years. At each regular biennial Town election
there shall be elected sufficient members to succeed each member whose term shall
expire.

H. Zoning Board of Appeals. The Zoning Board of Appeals shall consist of five (5)
members each of whom is elected for terms of four (4) years. At each regular biennial
Town election there shall be elected sufficient members to succeed each member
whose term shall expire.

|.  Planning Commission. The Planning Commission shall consist of five (5) members each
of whom is elected for a term of four (4) years. At each reguiar biennial Town election
there shall be elected sufficient members to succeed each member whose term shall
expire.

§ C3-3. Elected state officers, terms.
At the next succeeding regular election for such office and thereafter, the following officers
shall be elected:

A. Registrars of Voters. Two (2) Registrars of Voters, each for a term of four (4) years
commencing on the Wednesday after the first Monday of January succeeding their
election to perform the duties prescribed in Title 9 of the CT General Statutes.

B. Judge of Probate. One (1) Judge of Probate for a term of four (4) years commencing on
the Wednesday after the first Monday in January succeeding the election to petform the
duties prescribed in Title 45 of the CT General Statutes.

§ C3-4. Transition of elected or appointed officers, boards and commissions.
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All incumbent officers, board members and commission members shall continue to hold the
office to which they were elected or appointed for the term for which they were elected or
appointed and until their successors hereunder have been elected or appointed and qualified
to succeed them.

ARTICLE IV, Board of Selectmen

§ C4-1. Composition.
The Board of Selectmen shall consist of the First Selectman and two (2) other Selectmen,
who shall be elected as this Charter provides.

§ C4-2. General powers and duties.

Except as otherwise specifically provided for in this Charter, the Board of Selectmen shall
have the powers and duties conferred by the Constitution and CT General Statutes of the
State of Connecticut upon the Board of Selectmen. The legislative authority shall be vested in
the Board of Selectmen except as otherwise specifically provided in this Charter and shall
include but not be limited by the various provisions set forth in this Charter.

§ C4-3. Organization.

The newly elected Board of Selectmen shall meet on the first Monday in December following
its election. The meeting shall be called to order by the Town Clerk who shall administer the
oath of office to all members. In the absence of the Town Clerk, the meeting may be called to
order and the oath administered by any elector of Brookfield authorized by law to administer
oaths. The newly elected First Selectman shall then assume the chair as permanent presiding
officer of the Board. The Board shall, by a majority vote of the total membership, designate a
Chairman Pro Tempore from among the members of the Board to preside in the absence of
the Chairman. The Board shall adopt its own rules of procedure except as specifically provided
in this Charter.

§ C4-4. Procedure for conducting business.

The Board of Selectmen shall fix the date, time and place of its regular meetings and provide
a method for calling special meetings. Only business, notice of which has been included in the
call for such special meetings, shall be acted upon at any special meeting. Two (2) members
of the Board of Selectmen shall constitute a quorum for the transaction of business. The Board
of Selectmen shall act by majority vote of those present and voting unless the CT General
Statutes or this Charter requires a greater vote. Minutes of each meeting shall be taken and
shall include the attendance of each member and the vote of each member on all items of
business before the meeting. The Board shall keep for public inspection an official record of
the meetings, a copy of which shall be filed in the office of the Town Clerk within two (2)
business days with respect to each member's recorded vote and seven (7) business days with
respect to the filing of minutes. The official record shall also contain the rules of procedure of
the Board.
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§ C4-5. Publlcheanngs and adoptlon of ordlnances

hall be acted
) pu hearmg cn such ordmanc een held by the:

:-Select en: Notice of such public hearing, stating the general subject matter, date, time
and place of the hearing and stating that copies of the proposed ordinance are on file
with the Town Clerk, shall be given at least seven (7) calendar days in advance by
publication in a newspaper having a general circulation in the Town and by posting a
notice in a public place. Copies of such proposed ordinance shall be made available for
public inspection at the Town Clerk's office at least seven (7) calendar days in advance
of the public hearing. If substantive changes, as determined by the Town Attorney, are
made in any such proposed ordinance subsequent to the public hearing required under
the provisions of this section, then a second public hearing shall be held on such
proposed ordinance prior to final action. Every ordinance, after passage, shall be filed
with the Town Clerk and recorded, compiled and published by said Clerk as required by
law.

B. Within ten (10) days after final passage, each ordinance so passed shall be published
once in its entirety, or in summary form as provided by Section 7-157(b) of the CT
General Statutes, in a newspaper having a general circulation within the Town. Each
ordinance, unless it shall specify a later date, shall become effective on the 21st day
after such publication following its passage unless procedure to overrule such ordinance
is initiated in accordance with this Charter.

§ C4-6. Emergency ordinances.

If the Board of Selectmen shall find that an emergency exists in the Town affecting the public
peace, health or safety, it shall be empowered to adopt regulations and ordinances stating the
facts constituting the public emergency, which shall become effective immediately upon the
affirmative vote of not fewer than two (2) members of the Board without public hearing or
notice thereof; such ordinances shall be promulgated forthwith. Every such emergency
regulation or ordinance shall be repealed upon the termination of the emergency and shall
automatically stand repealed at the termination of the 61st day following adoption thereof;
provided, however, that if action has been initiated on the same subject matter as an
emergency ordinance providing for a permanent ordinance under § C4-5 of this Charter prior
to such 61st day, then such emergency ordinance shall remain in full force and effect until final
action is taken on said permanent ordinance.

§ C4-7. Petition for overrule of actlon of Selectmen.
rdmances resolutlonsz- tiohs taken by vote of the B

nd except emerge ‘dopted in accordance w1th
€4 i Charter, shall be st \ erruEe by a Special Town Meeting: s follows:

A. If within twenty (20) days after publication of any such ordinance or after the filing of the
minutes of the meeting of the Board of Selectmen with the Town Clerk in accordance
with the provisions of § C4-4 of this Charter, which filing shall constitute publication of
any resolution or other action set forth in said minutes, a petition conforming to and
circulated in accordance with the requirements of Sections 7-9 and 7-9a of the CT
General Statutes and signed by not fewer than two percent (2.0%) of the Town electors
as determined from the latest official list of registered electors is filed with the Town
Clerk requesting a Special Town Meeting, the effective date of such ordinance,
resolution or other action shall be suspended.
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B. The Board of Selectmen shall fix a date, time and place of such Special Town Meeting,
which shall be held within twenty-eight (28) days of the filing of the petition, and notice
thereof shall be given in the manner provided by law for the calling of a Special Town
Meeting.

C. The ordinance, resolution or other action of the Board of Selectmen so referred shall
take effect upon the conclusion of the meeting unless at least one percent (1.0%) of the
Town electors, as determined from the latest official list of registered electors,
constituting a majority of those voting thereon, shall have voted in favor of overruling.

§ C4-8. Referendum on ordinances and resolutions.

All ordinances, resolutions or other action taken by vote of the Board of Selectmen, except
those making appointments or removals or regulating exclusively its internal procedures and
except emergency ordinances adopted in accordance with the provisions of § C4-6 of this
Charter, shall be subject to overrule by a referendum as follows:

A. If within twenty (20) days after publication of any such ordinance or after the filing of the
minutes of the meeting of the Board of Selectmen with the Town Clerk in accordance
with the provisions of § C4-4 of this Charter, which filing shall constitute publication of
any resolution or other action set forth in said minutes, a petition conforming to and
circulated in accordance with the requirements of Sections 7-9 and 7-9a of the CT
General Statutes and signed by not fewer than three percent (3.0%) of the Town
electors as determined from the latest official list of registered electors is filed with the
Town Clerk requesting the referendum, the effective date of such ordinance, resolution
or other action shall be suspended.

B. The Board of Selectmen shall fix a date, time and place for such referendum, which
shall be held within twenty-eight (28) days of the filing of the petition, and notice thereof
shall be given in the manner provided by law for scheduling the referendum.

C. The ordinance, resolution or other action of the Board of Selectmen shali be null and
void in the event that a majority of the electors acting thereon, such majority consisting
of at least one and a half percent (1.5%) of the Town electors, shall vote to overrule the
action of the Board of Selectmen. Otherwise, such ordinance, resolution or other action
shall take effect immediately following the referendum.

§ C4-9. Power of initiative.

A. The electors or voters shall have the power to propose to the Board of Selectmen any
ordinance, except an ordinance appointing or removing officials, specifying the
compensation or hours of work of officials and employees, adopting the annual budget,
appropriating funds, authorizing the levy of taxes or fixing the tax rate.

B. The ordinance shall be proposed by a petition to the Board of Selectmen, in accordance
with and subject to the provisions of the CT General Statutes, setting forth the proposed
ordinance and requesting its adoption, which petition shall be signed by not fewer than
three percent (3.0%) of the registered Town electors. The petition shall be filed with the
Town Clerk, who shall, within ten (10) days, determine whether or not the petition
contains the required number of valid signatures and, if it does, shall so certify to the
Board of Selectmen at its next regular meeting.

C. The Board of Selectmen shall, within sixty (60) days after certification, either adopt the
proposed ordinance after a public hearing or submit the same to the voters at a Special
Town Meeting or a referendum or Town election to be held on a date, time and place to
be determined by the Board of Selectmen within ninety (90) days from the date of the
Town Clerk's certification, provided that if a general election or a Town election is to
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occur within four (4) months of such certification, the ordinance may be submitted at
such election. The ordinance shall be adopted if a majority of those voting vote in the
affirmative, such majority consisting of at least five percent (5.0%) of the registered
Town electors. No ordinance that shall have been adopted with the provisions of this
section shall be repealed or amended except by vote of the qualified electors.

D. Any such proposed ordinance shall be examined by the Town Attorney before being
submitted to the Town Meeting or referendum. The Town Attorney shall be authorized
to correct the form of such ordinance for the purpose of avoiding repetitions, illegalities
and unconstitutional provisions, assuring accuracy in the text and references and
clarifying and making more precise the phraseology but shall not change its meaning
and effect.

§ C4-10. Repeal of ordinances.

A. Any ordinance adopted by the Board of Selectmen pursuant to § C4-5 of this Charter
may be repealed by the vote of majority of the entire Board of Selectmen. Any
ordinance adopted by a vote at a Town Meeting may be repealed only by vote of a
majority of those present and voting at a Town Meeting called for that purpose. Any
ordinance adopted by a referendum vote may be repealed only by majority vote of those
voting at a referendum held for that purpose, provided that such majority shall consist of
at least five percent (5.0%) of the qualified voters of the Town on the date of such
referendum.

B. The First Selectman shall, at least biennially, review all ordinances and, upon a majority
vote of the Board of Selectmen and after a public hearing, may repeal any such
ordinance the Board of Selectmen deems to be obsolete or inappropriate or submit the
same to a Town Meeting or referendum for repeal as required.

§ C4-11. Investigations, removais and suspensions.

A. Investigations. The Board of Selectmen shall have the power to investigate any and all
agencies, boards, commissions, departments and offices and for such purposes shall
have the power to call witnesses before the Board of Selectmen to testify as to any
matter under investigation. Any officer or employee of the Town who upon receipt of
adeguate notice fails to appear or refuses to testify when so called by the Board of
Selectmen shall be deemed to have resigned thereby from said office or position.

B. Removals and suspensions.

(1) The Board of Selectmen shall have the power to suspend by an affirmative vote
of two (2) members and to remove for good cause by an affirmative vote of all
members any person appointed to any office or position by the Board.

(2) The Board shall act first by suspending such person and shall promptly serve such
person with a copy of the resolution of suspension together with the reasons
therefor. If within ten (10) days after service of said resolution such person shall file
a request, in writing, with the Town Clerk for a pubiic hearing before the Board, the
hearing requested shall be held, at a time and place set by the Board, not less than
five (5) days nor more than fifteen (15) days after the filing of the request. At such
hearing the person may be represented by counsel. if no hearing is requested, or at
the conclusion of the hearing, the Board shall promptly by resolution terminate the
suspension and either restore the person to or remove such person from office or
employment. During the period of suspension, any such person shall be ineligible to
perform the duties of the office or employment. Compensation, if any, shall be
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continued during the period of suspension or for thirty (30) days from the date of
suspension, whichever is longer.

§ C4-12. Appointments.

A. The Board of Selectmen shall appoint all appointive officers and shall fill by
appointment all vacancies on appointed or elective boards, commissions, agencies
and offices, except as otherwise specifically provided in § C2-6 and § C7-4 of this
Charter.

B. In exercising the power herein conferred to fill vacancies with respect to elective
offices or membership upon elective boards or commissions, the Board of
Selectmen shall make an interim appointment for the unexpired portion of the term
or until the next biennial Town election, whichever shall be sooner, provided that
when the persons vacating the office shall have been elected as a member of a
political party, such vacancy shall be filled by the appointment of a member of the
same political party.

§ C4-13. Compensation.

ARTICLE V, First Selectman

§ C5-1. Chief Executive and Administrative Officer.

The First Selectman shall be the full-time executive and chief administrative officer of the
Town. The First Selectman, during his or her term of office, shall not hold any civil office that
provides compensation under the government of the United States, the State of Connecticut or
any subdivision thereof, except that of notary public or Justice of the Peace.

§ C5-2. Powers and duties.
The First Selectman shall have the powers and duties of First Selectman prescribed by law.

A. The First Selectman shall be the official head of the Town for all ceremonial purposes,
for military purposes and for the purpose of receiving civil process.

B. The First Selectman, with the approval of the Board of Selectmen, shall establish, in
writing, and be responsible for the administrative and personnel policies for Town
offices and employees, including the office of First Selectman, and shall execute or
cause to be executed the Town ordinances, regulations, resolutions and policies.

C. The First Selectman shall have responsibility for the care, maintenance and operation of
all buildings, lands, apparatus and property that are subject to the control of the Board
of Selectmen. _

D. The First Selectman shall enter into contracts or agreements with government agencies,
corporations or others with the approval of the Board of Selectmen and other limitations
in this Charter and the CT General Statutes.

E. The First Selectman, with the approval of the Board of Selectmen, shall generally
supervise the administration of the affairs of the Town, except those matters that the CT
General Statutes, the Charter or an ordinance exclusively commits to the Board of
Education or other boards. The First Selectman shall preside over meetings of the
Board of Selectmen.
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F. The First Selectman shall be an ex officio member of the Board of Finance and, when
present, shall vote only to break a tie. The First Selectman shall designate members of
the Board of Selectmen as ex officio members of all remaining Town boards and
commissions.

§ C5-3. Employees.

The First Selectman shall hire and dismiss employees of the Town, except employees of the
Board of Education and other employees whose employment is otherwise provided by law,
and shall give notice of each hiring or dismissal to the Board of Selectmen at its next meeting.
Such hiring or dismissal may be overruled only by a majority vote of the Board of Selectmen at
its next meeting following such notification.

§ C5-4. Succession fo office.

A. During the absence or disability of the First Selectman, the Chairman Pro Tempore
elected at the meeting of the Board of Selectmen on the first Monday in December
following the election, pursuant to § C4-3 of this Charter, shall carry out all of the duties
of the First Selectman. The First Selectman shall notify the members of the Board of
Selectmen and the Town Clerk, in writing, of any anticipated absence that shall consist
of fifteen {15) days or greater.

B. In the event of absence or disability or should the Chairman Pro Tempore be unable to
carry out said duties, the remaining member of the Board of Selectmen shall carry out
all of the duties of the First Selectman.

§ C5-5. Compensation.
The First Selectman shall receive such compensation as may be determined by the
approved Annual Town Budget.

ARTICLE VI, Appointed Officers

§ C6-1. Appointed officers, general.
A. There shall be the following appointed officers of the Town:
(1) Assessor.
“(2) Building Official.

(3) Chief Of Police.
(4) Controller.
(5) Director of Civil Preparedness.
(6) Director of Health.
(7) Director of Parks and Recreation.
(8) Director of Public Works.
(9) Erosion and Sedimentation Control Officer.
(10) Fire Marshall.
(11) Municipal Agent for the Elderly.
(12) Sanitarian.
(13) Tax Coliector.
(14) Town Attorney.
(15) Tree Warden.
(16) Wetlands Enforcement Officer.
(17)  Zoning Enforcement Officer.
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B. There may be the following appointed officers of the Town subject to the approval of the
Board of Selectmen:
(1) Municipal Historian.
(2) Land Use Enforcement Officer.
(3)  Such other appointed Town officers whose office is created by appropriate action
of the Board of Selectmen, Town Meeting or Town referendum.

§ C8-2. Certification requirements.

Any officer who is appointed to a position for which there exists a state certification shall
either possess said certification or shall obtain the appropriate certification within such period
of time as may be deemed reasonable by the Board of Selectmen.

§ C6-3. Powers and duties.

Appointed Town officers shall have such powers, duties and responsibilities and shall be
subject to such restrictions and limitations as are prescribed with respect to such offices in the
CT General Statutes, except as otherwise prescribed in the Charter, in the ordihances or other
action of the legislative authority or in appropriate directions, from time to time, from the First
Selectman, the Board of Selectmen and the respective supervisors of such officers.

§ C6-4. Assistants.

[n the performance of their duties, appointed Town officers may engage such assistants as
are approved by the First Selectman, provided that the compensation of any such assistant to
be paid by the Town shall be limited by the process of necessary budgetary appropriation.

§ CB6-5. Appointment.
All appointed officers of the Town shall be appointed by the Board of Selectmen in
accordance with the provisions of § C4-12 of this Charter.

§ C6-6. Terms of office.

Except as otherwise specifically provided herein, all appointive officers shall hold office for
terms of two (2) years and shall take office the first Monday in February after the biennial Town
election.

§ C6-7. Director, Department of Health.

In addition to other duties prescribed by law, the Director shall supervise the activities of the
Sanitarian. The Health Director shall further supervise the periodic inspection of all
establishments in the Town that provide food, drinks or lodging on a commercial basis.

§ C6-8. Director, Department of Public Works.

There shall be a Department of Public Works which through its Director shall have
supervision and control of the maintenance of all Town-owned structures, except such
structures as are under the Parks and Recreation Commission and/or the Board of Education.
The Director and Department of Public Works shall have such responsibilities as may, from
time to time, be reasonably prescribed by the Board of Selectmen and shall have such
qualifications by training or expetience as the Board of Selectmen may require.

§ C6-9. Chief of Police.
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The Chief of Police shall have such qualifications by training or experience as the Board of
Selectmen may require o serve and to direct the law enforcement personnel of the Town and
perform such duties as may be directed by the Board of Selectmen.

§ C6-10. Town Attorney.
A. The Town Attorney shall serve for a term of two (2) years or until a qualified successor
has been appointed.
B. The duties of the Town Attorney shall include:

(1) Review in advance of all Town Meetings the matters to be presented at such
meetings and consult with the Board of Selectmen, as necessary, to assure the
orderly disposition of the business of the meeting.

(2) Prepare all ordinances proposed by any Town officer, board or commission, at the
request of the First Selectman.

(3) Review all ordinances to be acted upon and redraft the same, if necessary, in
appropriate ordinance language.

(4) Be the legal advisor to all Town officers, boards, commissions or agencies in all
matters affecting the Town and attend all Town Meetings and the annual budget
hearing and, at the request of the First Selectman, aftend periodic meetings of the
Board of Selectmen and other meetings or hearlngs

(5)/Give opinions on such matters as a g

ith the approval of the First

‘man of any other Town board ¢ :

C. There shall also be such special Town Attomeys as may be appointed by the Board of
Selectmen for land use or other matters or fo act in the absence or incapacity of the
Town Attorney

requnred for the
‘Such purposes, board:
with the-approva

Board of _electrhén 'may;employ spemahzed lega

ARTICLE VI, Appointed Boards, Commissions, Committees and Authorities

§ C7-1. General powers and procedures; records; compensation.
A. Except as otherwise provided in this Charter, all appointed boards and commissions

shall have the powers and dutles prescribed by Iaw i “responsibility of:

' ry- out their dutie i l; -standards;

grations: Their co

B. Except as otherwise prowded by Iaw ail appomted oards and commissions shall
elect a Chairman, a Vice Chairman and a Secretary by the end of February of each
year. All boards and commissions shall make regulations and policy for the conduct
of their meetings and the execution of their duties. Such regulations and policies
ahd any amendments thereto shall be filed with the Town Clerk and shall be public
record. Any vacancy in any of the officers' positions on any board or commission
shall be filled by the majority vote of the members of such board or commission.

C. Copies of all minutes taken by each board and commission shall be filed with the
Town Clerk and First Selectman within seven (7) business days. The recorded vote
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of each member thereof on all issues shall be filed with the Town Clerk and with the
First Selectman within two (2) business days. The Town Clerk shall maintain files of
such minutes, which shall be public record. Any changes to filing deadlines of
minutes or recorded votes adopted by the Legislature and incorporated into the CT
General Statutes subsequent to the adoption of this Charter shall supersede this
section and shall be deemed to prevail.

D. All appointed members of Boards, Commissions, Committees and Authorities shall
serve without compensation, except that necessary expenses incurred in the
performance of their duties shall be paid from an appropriation for that purpose.

E. All resignations must be submitted in writing to the Town Clerk.

§ C7-2. Transition.

In the event that this Charter shall provide for the appointment of any board, commission or
committee and such body was previously elected, any incumbent persons on the effective date
of this Charter shall complete the terms for which they were elected but their successors, if
any, shall be appointed as herein provided.

§ C7-3. Eligibility.

All members of boards, commissions and committees shall be electors of the Town and shall
have such qualifications as may be provided by the Board of Selectmen or by the CT General
Statutes. If any such officer or member shall cease to be an elector of the Town, such person
shall thereupon cease to hold such office or membership.

§ C7-4. Appointments and vacancies.

Membership of appointed boards, commissions or other similar bodies of the Town or any
vacancies therein shall be filled by appointment by the Board of Selectmen in accordance with
the provisions of § C4-12 of this Charter.

§ C7-5. Minority representation.

Minority representation on any appointed board, commission or other similar body of the
Town shall be determined in accordance with the provisions of Section 9-167a of the CT
General Statutes.

§ C7-6. Appointed boards and commissions.

Members of the following boards and commissions shall be appointed in accordance with §
C7-4 of this Charter for terms commencing on the first Monday in February. Membership and
terms of office for each board or commission shall be in accordance with ADDENDUM A
attached hereto.

Arts Commission.

Board of Ethics.

Building Code Board of Appeals.

Building Code Board of Appeals Alternates.
Candlewood Lake Authority.

Commission on Aging.

Commission on Aging Alternates.
Conservation Commission.

Conservation Commission Alternates.
Economic Development Commission.
Economic Development Commission Alternates.

RETIETMMOO®
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Gurski Homestead Commission.

. Historic District Commission.

Historic District Commission Alternates.
Hotsing Authofity.

Inland Wetlands Commission.

Inland Wetlands Commission Alternates
Lake Lillinonah Authonty

L.
M
N

P.
Q.
R.

Munlc:lpal Buﬂdlng Committee.
Municipal Building Committee Alternates.
. Parks and Recreation Commission.
Parks and Recreation Commission Alternates.
Planning Commission Alternates.
Police Commission.
AA Pollce Commission AEternates
BB. ';ater:i'o[lutlon C‘_"nt"' /

N<xs<C

DD. Youth Commission.

EE. Youth Commission Alternates.
FF.Zoning Board of Appeals Alternates.
GG. Zoning Commissicn Alternates.

§ C7-7. Creation and discontinuance of offices, boards, commissions and committees.

The Board of Selectmen, by a majority vote of the entire Board, may create such new offices,
boards, commissions and committees as it may determine are necessary or proper for the
general health, safety and welfare of the Town and may prescribe their duties by ordinance.
The Board of Selectmen, by majority vote of the entire Board and after a public hearing
pursuant to § C4-5, may also discontinue any appointed office, board, commission or
committee that it may deem no longer necessary or proper for such purposes, including any
such office or agency created under this Charter. The Board of Selectmen may, by ordinance,
increase or decrease the membership of any appointed board or commission.

§ C8-1. Fiscal year; accounting; auditing.
A. The fiscal year of the Town shall begin on the first day of July and end on the 30th day
of June

All regulatlonsof the Board of

Fmance shall be con81stent with this Charterand the powers and duties of other Town
agencies and departments and shall be complied with by all Town agencies and
departments.

§ C8-2. Preparation of budget.
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C. Board of Selectmen's duties. The Board of Selectmen shall consider the budget
estimates as submitted by the First Selectman and shaII make such further revisions as

the Board deems desirable.

D. Board of Finance duties.
(1) Upon receipt of budget recommendations from the Board of Selectmen, the Board of

Finance shall prepare a proposed Town budget

to vote at the Annual Town Meeilng shall have an opportunity to be heard. The
Board of Fmance may then revnse the proposed Town budget as it deems ad\nsable

(4)

2 The proposed Town budget shall also include estimates of the revenue to
the Town from all sources for the ensuing vear, including taxes to be raised on the
last completed grand list. The Board of Finance shall present the budget to the
Annual Town Meeting.

(5) The Board of Finance shall make available copies of the proposed Town budget in
the office of the Town Clerk not less than ten (10) days before the public hearing. it
shall, before the Annual Town Meeting, publish the proposed Town budget in a




newspaper of general circulation in the Town and make available the proposed
Town budget and any other repotts prescribed by law.

§ C8-3. Adoption of budget.
A. Adoption of the budget submitted by the Board of Finance, and acted upon at the
Annual Town Meeting in accordance with §§ C9-1, C9-2 and C9-3, shalf

B. In the event the referendum shall fail to adopt one or both parts of the budget, the
referendum shall be adjourned until the fourteenth (14) day following and thence to
successive fourteen (14) days until-both parts of the budget become adopted at the
same referendum. Appropriate notice shall be given prior to each referendum.

C. Upon rejection of one or both parts of the budget-by referendum, the budget shall be
reconsidered by the Board of Finance. The Board of Finance shall then approve the
same or a revised budget for presentation at the next referendum.

B. The Tax Collector shall then collect the tax in accordance with the CT General Statutes
The due date shall be fixed by ordinance.

of the CT General Statutes or by appropriate action taken by the
Board of Finance.

§ C8-5. Special approprlatlons and transfers of approprlatlons

% A

B. If within twenty (20) days from the Board of Finance rejection of a request for either a
special appropriation or transfer pursuant to C8-5A of this Charter, a petition signed by
not fewer than four percent (4.0%) of the Town electors as determined from the latest
official list of registered electors is filed with the Town Clerk requesting either a Special
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town Meeting or referendum as required by C8-5A of this Charter, such Special Town
Meeting or referendum shall be held

- 1 u_ s w1th|n thirty (30) day after' recelpt thereof and shall smmedlate]y
after actmg advise the department making such request and the Board of Selectmen of
its action. The Board of Selectmen shall act on such requests within fourteen (14)
calendar days after notice of approval of such requests by the Board of Finance and
shall immediately advise the department making such requests of its action.

G. The provisions of this § C8-5 of this Charter shall not be a limitation on the power of the
Town to issue bonds or other obligations for appropriations or mdebtedness in
accordance with the CT General Statutes and § C9-4 of this Charter €
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C. When any agency shall desire to secure a transfer of funds within its appropriation from
funds set apart for one specific purpose to another, before making any expenditure
thereof such agency shall first make application to the Board of Selectmen, whose duty
it shall be to examine the matter. Upon the recommendation of the Board of Selectmen,
the Board of Finance may make such transfer.

§ C8-8. Borrowing.

A. The Town shall have the power to incur indebtedness by issuing its bonds or notes as
provided by the CT General Statutes subject to the limitations thereof and the provisions
of this Charter.

B. Borrowing fimits.

(1)€
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D. All notes or bonds issued by the Town shall be executed and delivered by the First
Selectman and the Treasurer or such other officer as may be designated by the vote
authorizing their issuance. Any vote of the Town Meeting authorizing the issuance of
notes may delegate the authority to establish all terms except the amount, time of
repayment and maximum interest rate. Borrowing in amounts in excess of twenty-five
thousand dollars ($25,000.) shall be on the basis of written bids.

ARTICLE IX, Town Meetings

/i Special Town Meetings
of this Charter and in the

of Selectmen under the ter
manner provided by the CT General Statutes.

B. In the call of the Annual Town Meeting, the Board of Selectmen shall state that the
budget submitted by the Board of Finance shall be decided in two separate parts for
Town Operations and Education consistent with § C8-3 of this Charter. In the call of the
Annual Town Meeting, the Board of Selectmen shall recommend a date for a
referendum consistent with § C8-3 of this Charter.

§ C9-2. Procedure.

A. All Town Meetings shall be called to order by the First Selectman or a designated
representative. A moderator shall be elected and all business shall be conducted in the
manner prescribed by Robert's Rules of Order. The Town Clerk shall serve as clerk of
all Town Meetings, but in the absence of the Town Clerk the meeting may designate an
Acting Clerk.

B. All actions at a Town Meeting, unless otherwise specified in this Charter, shall be
adopted by a majority vote of the qualified voters present and voting at the meeting.

§ C9-3. Modifications at Annual Town Meeting.

A. The Annual Town Meeting shall by majority vote by those attending have the power to
amend the recommendation for a referendum date set forth in § C9-1B.

B. If the number of qualified voters present is equal to or greater than four percent (4.0%) of
registered Town electors, the Annual Town Meeting shall have the power to amend the
budget submitted by the Board of Finance by decreasing or deleting any appropriation
or item in an appropriation, but it may not increase any appropriation nor make any
appropriation for a purpose not recommended by the Board of Finance.

§ C9-4. Actions requiring a Town Meeting.
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4 The date for the referendum shall be set at a Town Meetlng duly called for
the purpose of discussing the resolution and setting said date. The date for the
referendum shall be set not less than forty-five (45) days nor more than ninety (90)
days following the date of said Town Meeting. In the event that the Town Meeting
does not set the date for a referendum as required herein, then the Board of
t the d te forthe referend

(7) To consider overrullng of an ordmance in accordance with the provisions of § C4-7
of this Charter.

(8) Any matter deemed by the Board of Selectmen to be of sufficient importance to the
Town.

B. The Town Meeting shall not act upon any proposal except upon the recommendation of
the Board of Selectmen or as provided by §§ C4-7, C4-9 and C9-5 of this Charter nor
act upon any appropriation that has not been acted upon by the Board of Selectmen
and approved by the Board of Finance.

§ C9-5. Town Meetings by petition.

The Board of Selectmen shall call a Special Town Meeting within twenty-eight (28) days after
a petition calling for the same for any proper purpose, signed by not fewer than three percent
(3.0%) of the Town electors as determined from the latest official list of registered electors,
shall have been filed in the Town Clerk's office. A Town Meeting called by petltlon hereunder
shall take no action with respect to any matter other than those described in § C9-4 of this
Charter, and if the action called for involves the expenditure or borrowing of money, no action
shall be taken without the approval of the Board of Finance. Any such petition shall clearly
state the action to be taken at the Town Meeting and shall conform to the provisions of
Sections 7-9 and 7-9a of the CT General Statutes.

§ C9-6. Submission of matters to voters.

A. The Board of Selectmen may, not less than five (5) days prior to any Special Town
Meeting, remove any item on the call of said meeting and submit the same to the voters
by vote on the voting machines as provided in Section 7-7 of the CT General Statutes.
The Selectmen shall set the date for such vote not less than seven (7) calendar days
nor more that fourteen (14) calendar days following the Special Town Meeting pursuant
to the provisions of said Section 7-7 of the CT General Statutes.

B. In exercising the above powers, the Board of Selectmen shall first determine that the
matter is of sufficient import or significance to merit broad participation by the electors
and voters.
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ARTICLE X, ETHICS.

§ C10-1. Ethical Standards.
All officials and employees of the Town shall carry out their duties with the highest ethical

standards regardless of parsona[ considerations.

interpret

The Board of Ethics shall determine any ambiguities and otherwise
e provrsrons of this Article X of this Charter.

§ C10-2. Board of Ethics.

A

§ C10-3. Confllcts of rnterest

There shall be a Board of Ethics to hear and investigate violations of the Code of Ethics
and the Charter in accordance with the powers and duties conferred by the applicable
State statutes and the Charter.

Written Ethics complaints can be filed with the Board of Ethics or the Board of Ethics
may consider violations on their own volition. The Board of Ethics shall, upon
determining that an ethics violation has occurred, forward its findings and
recommendations to the Board of Selectmen for action. The Board of Selectmen shall
implement the recommendations of the Board of Ethics unless, by no less than a 2/3
vote by the entire Board of Selectmen taken within 30 days of receipt of the
recommendations, the Board of Selectmen rejects the recommendations of the Board of
Ethics.

If the Board of Ethics determines there is no violation, it shall notify both the
complainant and the respondent of their findings. These findings shall remain
confidential unless the respondent chooses to make them public.

If a complaint is filed concerning a member(s) of the Board of Ethics, the Board of
Selectmen shall act as the temporary Board of Ethics, solely for review of such matters.
The Board of Ethics may retain counsel in accordance with the Charter to provide
advice during its deliberations and to pursue enforcement of its recommendations. In
the event that the Town Attorney is not able to render these services to the Board of
Ethics, the Board of Selectmen and the Board of Finance shall authorize such special
counsel as requested by the Board of Ethics and place a reasonable limit on
expenditures.

from acting on any such matter coming before such office, board or commission.
Violation of the provisions of this section shall be grounds for the removal of any such
officer, official or employee. Such violation with the knowledge, expressed or implied, of
any person, firm or corporation participating in such contract, transaction or decision
shall render the same voidable by the Board of Selectmen.
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ARTICLE Xl, Transition and Miscellanecus Provisions

§ C11-1. Transfer of powers.

The powers that are conferred and the duties that are imposed upon any office, agency,
board or commission under the CT General Statutes or special acts concerning the Town or
any ordinance or regulation in force at the time this Charter shall take effect, if such office,
agency, board or commission is abolished by this Charter, shall be thereafter exercised and
discharged by the office, agency, board or commission upon which are imposed corresponding
or like functions, powers and duties under the provisions of this Charter. All offices, agencies,
boards and commissions abolished by this Charter shall continue in the performance of their
duties until provision shall have been made for the discontinuance of such offices, agencies,
boards or commissions and the performance of their duties by other offices, boards or
commissions created under this Charter and until the Town Clerk shall have notified the
members of such offices, agencies, boards or commissions as are abolished that their
successors have qualified. All powers which are conferred and the duties that are imposed
upon the Board of Finance, in force at the time this Charter shall take effect, shall under the CT
General Statutes or any ordinance or regulation concerning said Board thereafter be exercised
and discharged by the Selectmen unless otherwise specifically provided in this Charter.

§ C11-2. Transfer of records and property.

All Town records, property and equipment whatsoever of any office, agency, board or
commission or part thereof, all the powers and duties of which are assigned to any other office,
agency, board or commission by this Charter, shall be transferred and delivered intact to the
office, agency, board or commission to which such powers and duties are so assigned. If part
of the powers and duties of any office, agency, board or commission or part thereof are by this
Charter assigned to another office, agency, board or commission, all records, property and
equipment relating exclusively thereto shall be transferred and delivered intact to the office,
agency, board or commission to which such powers and duties are so assigned.

§ C11-3. Status of employees and employee rights and privileges.

All empiloyees of the Town, on the effective date of this Charter, shall retain such positions
until promoted, transferred, reduced in rank or removed in accordance with the provisions of
this Charter. Any provision of law in force at the time this Charter shall take effect, and not
inconsistent with the provisions of this Charter, in relation to personnel, appointment, ranks,
grades, promotions, removal, pension and retirement rights, civil rights or any other rights or
privileges of employees of the Town or any office, department or agency thereof shall continue
in effect until or unless amended or repealed in accordance with the provisions of this Charter.

§ C11-4. Legal proceedings.

No action or proceeding, civil or criminal, pending on the effective date of this Charter
brought by or against the Town or any office, agency, board or commission thereof shall be
affected or abated by the adoption of this Charter or by anything herein contained, but all such
actions or proceedings may be continued notwithstanding the functions, powers and duties of
any office, agency, board or commission, but in the event the same may be prosecuted or
defended by the head of the office, agency, board or commission to which such functions,
powers and duties have been assigned or transferred by or under this Charter.

§ C11-5. Continuation of appropriations and Town funds.
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All appropriations approved and in force and all funds, including special or reserve funds in
the name of the Town, at the time of the adoption of this Charter shall remain in full force and
effect unless and until the same shall be amended, transferred or abolished by the Board of
Finance under the provisions of this Charter.

§ C11-6. Existing laws and ordinances.

As of the effective date of this Charter, all general laws and special acts applying to the
Town, all ordinances and bylaws of the Town and all rules and regulations of commissions,
boards, departments and agencies of the Town shall continue in force, except insofar as they
are inconsistent with the provisions of this Charter or are repealed.

§ C11-7. Review and amendment of Charter.

This Charter may be amended in the manner prescribed by the CT General Statutes. The
Board of Selectmen shall review the several provisions of this Charter from time to time as it
deems such review to be in the best interest of the Town, but not less often than once every
five () years, said review to be published as part of the Annual Town Report. The Board of
Selectmen shall appoint a commission not later than five (5) years from the effective date of
this Charter to review, amend or revise said Charter in the manner prescribed by the CT
General Statutes.

§ C11-8. Rules of construction; severability.

A. This Charter is intended to avail, make use of and exercise the full home rule powers of
the Town under the Home Rule Law and any other statute now in effect or hereafter
enacted and any other home rule powers thereof under the Constitution of the State of
Connecticut, under the common law or otherwise.

B. Nothing herein contained shall be construed as intended to conflict with or be
inconsistent with any General Statutes of the State of Connecticut expressing any
substantial public policy of the state. It shall be construed as an assertion of the Town's
full power and authority to prescribe its organic law for the administration of its local
affairs.

C. If any section or part of any section of this Charter shall be held invalid by a court of
competent jurisdiction, such holding shall not affect the remainder of this Charter nor the
context in which said section or part thereof so held invalid may appear, except to the
exient that an entire section or part of a section may be inseparably connected in
meaning and effect with the section or part of the section to which such ruling shall
directly apply.

§ C11-9. Word usage.
When the context so requires, the masculine gender shall include the feminine, and the
singular shall include the plural, and the plural the singular.

§ C11-10. Reference to the CT General Statutes.
All references to the CT General Statutes made herein are to the General Statutes of
Connecticut, as amended.

§ C11-11. When effective.

This Charter shall become effective upon the approval of a majority of the Town electors
voting hereon at a regular or special election as determined by the Board of Selectmen and in
accordance with the provisions of Chapter 99 of the CT General Statutes, as amended.
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ADDENDUM A

1. Membership: Appointed Boards, Commissions and Authorities.

The following appointed boards and commissions shalf all consist of five (5) members, three
(3) members appointed for terms of two (2) years, two (2) members for terms of four (4) years
and biennially thereafter three (3) or two (2) members shall be appointed for terms of four (4)
years as terms expire:

Building Code Board of Appeals.
Commission on Aging.

Conservation Commission.

Historic District Commission.
Housing Authority.

Inland Wetlands Commission.
Municipal Building Committee.

Parks and Recreation Commission.
Police Commission.

Water Pollution Control Commission.

CoIEMMUOWR

Il. Alternates: Appointed Boards, Commissions and Authorities.

The following appointed board, commission and authority alternates shall all consist of three
(3) alternates, two (2) alternates for terms of two (2) years and one (1) alternate for a term of
four (4) years and biennially thereafter one (1) or two (2) alternates shall be appointed for
terms of four (4) years on a rotating basis as terms expire:

Building Code Board of Appeals Alternates.
Commission on Aging Alternates.
Conservation Commission Alternates.
Historic District Commission Alternates.
Inland Wetlands Commission Alternates.
Library Board of Trustees Alternates.
Municipal Building Committee Alternates.
Parks and Recreation Commission Alternates.
Planning Commission Alternates.

Police Commission Alternates.

Water Pollution Control Authority Alternates.
Zoning Board of Appeals Alternates.

M Zoning Commission Alternates.

FRCTIENMOOD>

Ill.  Other Appointed Boards, Commissions and Authorities listed in Charter

In addition, the following appointed boards, commissions and authorities shall exist, whose
membership and duties shall be either as described herein or as provided by the ordinance
that established such board, commission or authority:

A. Arts Commission, consisting of fifteen (15) electors of the Town. Eight (8) of the
members shall be appointed for terms of two (2) years and seven (7} members shall be
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appointed for terms of four (4) years and biennially thereafter eight (8) or seven (7) shall
be appointed for terms of four years as terms expire. Said appointments shall expire in
the first Monday in February.

Board of Ethics, consisting of three (3) electors of the Town. One (1) member shall be
appointed for a term of two (2) years and two (2) members shall be appointed for terms
of four (4) years and biennially thereafter as terms expire. Said appointments shall
expire on the first Monday in February.

Candlewood Lake Authority, consisting of three (3) electors of the Town. One (1)
member shall be appointed for a term of one (1) year, one (1) member for a term of two
(2) years, and one (1) member for a term of three (3) years, and annually thereafter one
(1) member shall be appointed for a term of three (3) years on a rotating basis as terms
expire, to perform the duties prescribed in Section 7-151a of the CT General Statutes.
Economic Development Commission, consisting of seven (7) electors of the Town. Four
(4) of the members shall be appointed for terms of two (2) years, three (3) of the
members for terms of four (4) years, and biennially thereafter as terms expire. Said
appointments shall expire on the first Monday in February.

Lake Lillinonah Authority, consisting of three (3) electors of the Town. One (1) member
shall be appointed for a term of one (1) year, one (1) member for a term of two (2)
years, and one (1) member for a term of three (3) years, and annually thereafter one (1)
member shall be appointed for a term of three (3) years on a rotating basis as terms
expire, to perform the duties prescribed in Section 7-151a of the CT General Statutes.
Youth Commission, consisting of five (5) electors of the Town and five (5) resident, non-
voting youth representatives of the Town. Adult members shall be appointed for terms
of four (4) years, and youth members shall be appointed for terms of the (2) years. Said
appointments shall expire on the first Monday in February.

Library Board of Trustees, consisting of six (6) electors of the Town, in accordance with
Section 11-21 of the CT General Statutes. Three (3) members shall be appointed for
terms of two (2) years, three (3) members shall be appointed for terms of four (4) years,
and biennially thereafter three (3) members shall be appointed for terms of four (4)
years as terms expire. Said appointments shall expire on the first Monday in February.
Gurski Homestead Commission, consisting of eleven (11) electors of the Town. Five (5)
members shall be appointed for a term of two (2) years and six (6) members shall be
appointed for a term of four (4) years and biennially thereafter as terms expire. Said
appointment shall expire on the first Monday in February.

ADDENDUM B, Connecticut CT General Statute References

The following statutory citations are provided for reference only and the statute numbers are
accurate up to the adoption of the Charter.

~IGTMUO®R

Sections 7-1 through 7-9d.

Section 7-343, Board of Finance.

Section 8-19, Planning Commission.

Sections 9-12 through 9-67.

Section 9-15a.

Section 9-188, Board of Selectmen.

Section 9-222, Vacancies on Board of Selectmen.
Section 10-219, Board of Education.

Section 11-21, Library Boards
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ADDENDUM C, CHARTER HISTORY

Adopted: 11-04-1975

Revised: 11-08-1977; 11-06-1979; 11-03-1981; 11-03-1987;, 11-02-
1993; 11-08-2005; 11-06-2007; 11-06-2012; 11-4-2014; 11-
7-2017.
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Town of XXXXX
Fraud Policies and Procedures

PURPOSE AND SCOPE:

This Fraud Policy was created:

To establish policy and procedures for clarifying acts that are considered to be fraudulent,
describing the steps to be taken when fraud or other related dishonest activities are suspected, and
providing procedures to follow in accounting for missing funds, restitution and recoveries;

To strengthen the public's confidence in the integrity of municipal government employees by
establishing a formal process for reporting investigating, and resolving cases of fraud, waste and
abuse;

To raise the awarencss of municipal officials/employees to integrity-related issues by initiating
integrity-related programs and policies throughout Town Departments; and

To provide guidance and assistance to Town Department heads concerning recommendations for
specific integrity related issues that emphasize prevention, detection and correction of fraud,

corruption, and abuse within their organizations.

Definition of Terms:

Fraud is understood to mean a dishonest and deliberate course of action which results in the
obtaining of money, property or an advantage to which the recipient would not normally be
entitled. This would include:

+ Theft, misuse, or diversion of money, equipment and/or materials;

+  Worker's compensation fraud;

+ Intentional failure to report damage;

+ Intentional failure to provide product or services that are a part of your job;

. Intentional misrepresentation of Town's or governmental policies;

+ Payroll falsification (theft of time)
Abuse entails the exploitation of "loopholes" to the limits of the law, primarily for personal
advantage. For example, an employee abuses a system of travel allowances by intentionally and

unnecessarily scheduling meetings in another Town on a Friday afternoon and on the following
Monday moming in order to claim per diem over a weekend.




1. GENERAL

A.

Ll o

The Town of XXXXXX is committed to protecting its assets against the risk of loss or
misuse. Accordingly, it is the policy of the Town to identify and promptly investigate any
possibility of fraudulent or related dishonest activities against the Town and, when
appropriate, to pursue legal remedies available under the law.

DEFINITIONS

Fraud - Fraud includes, but is not limited to:

a. Claim for reimbursement of expenses that are not job-related or authorized by the
current bargaining agreement,

b. Forgery or unauthorized alteration of documents (checks, time sheets, independent
contractor agreements, purchase orders, budgets, etc.).

¢. Misappropriation of Town assets (funds, securities, supplies; furniture, equipment,
etc.).

d. Improprieties in the handling or reporting of money transactions.
e. Authorizing or receiving payment for goods not received or services not performed.

f. Computer-related activity involving unauthorized alteration, destruction, forgery, or
manipulation of data or misappropriation of Town-owned software.

g. Misrepresentation of information on documents.

h. Any apparent violation of Federal, State, or Local laws related to dishonest activities
or fraud,
Management - In this context, management refers to any administrator, manager, director,
supervisor, or other individual who manages or supervises funds or other resources.

It is the Town’s intent to fully investigate any suspected acts of fraud, misappropriation,
or other similar irregularity, An objective and impartial investigation will be conducted
regardless of the position, title, and length of service or relationship with the Town of any
party who might be or become involved in or becomes the subject of such investigation.

Each department of the Town is responsible for instituting and maintaining a system of
internal control to provide reasonable assurance for the prevention and detection of fraud,
misappropriations, and other irregularities.

The CEO in conjunction with the Board will have the primary responsibility for the
investigation of all activity as defined in this policy. This includes the assistance of law
enforcement and other professional as determined necessary.

Employees will be granted whistle-blower protection when acting in accordance with this
policy. When informed of a suspected impropriety, neither the Town not any person
acting on behalf of the Town shall:

Dismiss or threaten to dismiss the employee,
Discipline, suspend, or threaten to discipline or suspend the employee,
Impose any penalty upon the employee, or

Intimidate or coerce the employee,




11.

Violations of the whistle-blower protection will result in discipline up to and including
dismissal.

Upon conclusion of the investigation, the results will be reported to the Board.

The CEO following review of investigation results, shall take appropriate action regarding
employee misconduct. Disciplinary action can include termination, and referral of the
case to the State’s Attorney for possible prosecution.

The Town will pursue every reasonable effort, including court ordered restitution, to
obtain recovery of Town losses from the offender, or other appropriate sources.

PROCEDURES

If there is reason to suspect that a fraud has occurred it should be reported to the CEO who
will notify other appropriate parties (Attorney, law enforcement, insurance company,
Board)

The alleged fraud or audit investigation shall not be discussed with the media by any
person other than the CEO or designee.

Management (Department Head) Responsibilities

1. Management is responsible for being alert to, and reporting fraudulent or related
dishonest activities in their areas of responsibility. Each manager should be familiar
with the types of improprieties that might occur in his or her area and be alert for any
indication that improper activity, misappropriation, or dishonest activity is or was in
existence in his or her area.

2. When an improper activity is detected or suspected, management should determine
whether an error or mistake has occurred or if there may be dishonest or fraudulent
activity.

3. If management determines a suspected activity may involve fraud or related dishonest
activity, they should contact CEQ.

6. Management should NOT
a. attempt to conduct individual investigations, interviews, or interrogations.

b. make contact (unless requested by CEO) with the suspected individual to
determine facts or demand restitution.

¢. discuss the case, facts, suspicions, or allegations with anyone outside the Town,
unless specifically directed to do so by the CEO or designed (Attorney).

d. Make unfounded accusations.
e. Alert suspected individuals that an investigation is underway.
f. Treat employees unfairly.

g, Make statements that could lead to claims of false accusations or other offenses.
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7. Management is required to

a. cooperate fully with the CEQ, other involved departments, and law enforcement

agencies in the detection, reporting, and investigation of criminal acts, including
the prosecution of offenders.

. take appropriate corrective actions to ensure adequate controls exist to prevent

reoccurrence of improper actions.

provide full and unrestricted access to all necessary records and personnel. All
Town furniture and contents, including desks and computers, are open to
inspection at any time. There is no assumption of privacy.

Direct all inquiries from the suspected individual, or his or her representative, to

the CEO or designee (Attorney).

Employee Responsibilities

1.

A suspected fraudulent incident or practice observed by, or made known to, an
employee must be reported fo the employee’s supervisor for reporting to the proper
management official.

When the employee believes the supervisor may be involved in the inappropriate
activity, the employee shall make the report directly to the next higher level of
management or contact the CEO.

The reporting employees shall refrain from further investigation of the incident,
confrontation with the alleged violator, or further discussion of the incident with
anyone, unless requested by the First Selectman or law enforcement personnel.

EXCEPTIONS
There are no exceptions to this policy unless provided and approved by the CEO.

Effective January 1, 2020

CEO




Town of XXXXX
Fraud Policies and Procedures

PURPOSE AND SCOPE:

This Fraud Policy was created:

To establish policy and procedures for clarifying acts that are considered to be fraudulent,
describing the steps to be taken when fraud or other related dishonest activities are suspected, and
providing procedures to follow in accounting for missing funds, restitution and recoveries;

To strengthen the public's confidence in the integrity of municipal government employees by
establishing a formal process for reporting investigating, and resolving cases of fraud, waste and
abuse;

To raise the awareness of municipal officials/employees to integrity-related issues by initiating
integrity-related programs and policies throughout Town Departments; and

To provide guidance and assistance to Town Department heads concerning recommendations for
specific integrity related issues that emphasize prevention, detection and correction of fraud,

corruption, and abuse within their organizations.

Definition of Terms:

Fraud is understood to mean a dishonest and deliberate course of action which results in the
obtaining of money, property or an advantage to which the recipient would not normally be
entitled. This would include:

« Theft, misuse, or diversion of money, equipment and/or materials;

«  Worker's compensation fraud;

+ Intentional failure to report damage;

« Intentional failure to provide product or services that are a part of your job;

» Intentional misrepresentation of Town's or governmental policies;

« Payroll falsification (theft of time)
Abuse entails the exploitation of "loopholes" to the limits of the law, primarily for personal
advantage. For example, an employee abuses a system of travel allowances by intentionally and

unnecessarily scheduling meetings in another Town on a Friday afternoon and on the following
Monday morning in order to claim per diem over a weekend.




I. GENERAL

A.
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The Town of XXXXXX is committed to protecting its assets against the risk of loss or
misuse. Accordingly, it is the policy of the Town to identify and promptly investigate any
possibility of fraudulent or related dishonest activities against the Town and, when
appropriate, to pursue legal remedies available under the law.

DEFINITIONS

Fraud - Fraud includes, but is not limited to:

a. Claim for reimbursement of expenses that are not job-related or authorized by the
current bargaining agreement.

b. Forgery or unauthorized alteration of documents (checks, time sheets, independent
contractor agreements, purchase orders, budgets, etc.).

¢. Misappropriation of Town assets (funds, securities, supplies; furniture, equipment,
ete,).

d. Improprieties in the handling or reporting of money transactions.
¢. Authorizing or receiving payment for goods not received or services not performed.

f. Computer-related activity involving unauthorized alteration, destruction, forgery, or
manipulation of data or misappropriation of Town-owned software.

g. Misrepresentation of information on documents,

h. Any apparent violation of Federal, State, or Local laws related to dishonest activities
or fraud.
Management - In this context, management refers to any administrator, manager, director,
supervisor, or other individual who manages or supervises funds or other resources.

It is the Town’s intent to fully investigate any suspected acts of fraud, misappropriation,
or other similar irregularity. An objective and impartial investigation will be conducted
regardless of the position, title, and length of service or relationship with the Town of any
party who might be or become involved in or becomes the subject of such investigation.

Each department of the Town is responsible for instituting and maintaining a system of
internal control to provide reasonable assurance for the prevention and detection of fraud,
misappropriations, and other irregularities.

The CEOQ in conjunction with the Board will have the primary responsibility for the
investigation of all activity as defined in this policy. This includes the assistance of law
enforcement and other professional as determined necessary.

Employees will be granted whistle-blower protection when acting in accordance with this
policy. When informed of a suspected impropriety, neither the Town nor any person
acting on behalf of the Town shall:

Dismiss or threaten to dismiss the employee,
Discipline, suspend, or threaten to discipline or suspend the employee,
Impose any penalty upon the employee, or

Intimidate or coerce the employee.
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Violations of the whistle-blower protection will result in discipline up to and including
dismissal.

Upon conclusion of the investigation, the results will be reported to the Board.

The CEO following review of investigation results, shall take appropriate action regarding
employee misconduct. Disciplinary action can include termination, and referral of the
case to the State’s Attorney for possible prosecution.

The Town will pursue every reasonable effort, including court ordered restitution, to
obtain recovery of Town losses from the offender, or other appropriate sources.

PROCEDURES

If there is reason to suspect that a fraud has occurred it should be reported to the CEO who
will notify other appropriate parties (Attorney, law enforcement, insurance company,
Board} :

The alleged fraud or audit investigation shall not be discussed with the media by any

person other than the CEO or designee.
Management (Department Head) Responsibilities

1. Management is responsible for being alert to, and reporting fraudulent or related
dishonest activities in their areas of responsibility. Each manager should be familiar
with the types of improprieties that might occur in his or her area and be alert for any
indication that improper activity, misappropriation, or dishonest activity is or was in
existence in his or her area.

2. When an improper activity is detected or suspected, management should determine
whether an error or mistake has occurred or if there may be dishonest or fraudulent
activity.

3. If management determines a suspected activity may involve fraud or related dishonest
activity, they should contact CEO.
6. Management should NOT

attempt to conduct individual investigations, interviews, or interrogations.

o

b. make contact (unless requested by CEO)} with the suspected individual to
determine facts or demand restitution.

c. discuss the case, facts, suspicions, or allegations with anyone outside the Town,
unless specifically directed to do so by the CEO or designed (Attorney).

d. Make unfounded accusations.
e. Alert suspected individuals that an investigation is underway.
f. Treat employees unfairly.

g. Make statements that could lead to claims of false accusations or other offenses.
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7. Management is required to

a.

cooperate fully with the CEOQ, other involved departments, and law enforcement
agencies in the detection, reporting, and investigation of criminal acts, including
the prosecution of offenders.

take appropriate corrective actions to ensure adequate controls exist to prevent
reoccurrence of improper actions.

provide full and unrestricted access to all necessary records and personnel, All
Town furniture and contents, including desks and computers, are open to
inspection at any time. There is no assumption of privacy.

Direct all inquiries from the suspected individual, or his or her representative, to
the CEO or designee (Attorney).

Employee Responsibilities

1.

A suspected fraudulent incident or practice observed by, or made known to, an
employee must be reported to the employee’s supervisor for reporting to the proper
management official.

When the employee believes the supervisor may be involved in the inappropriate
activity, the employee shall make the report directly to the next higher level of
management or contact the CEQ.

The reporting employees shall refrain from further investigation of the incident,
confrontation with the alleged violator, or further discussion of the incident with
anyone, unless requested by the First Selectman or law enforcement personnel.

EXCEPTIONS
There are no exceptions to this policy unless provided and approved by the CEO.

Effective January 1, 2020

CEO




